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Introduction 

The following is a story board of a tutorial depicting the steps and screen 
selections required to perform various functions using the Office 365 Word On-
Line application. 
 
What is covered in ‘Lync Overview’ tutorial is a high level review of: 
• General Overview 
• Home Page - Your ID area 
• Home Page – Mode of Communication 
• Home Page - Search 
• Home Page – People area 
• Home Page – Things groups can do  
• Admin Items 

 
As the tutorials are designed to be reviewed in a reasonable amount of time each 
one covers specific activities. Other commonly used capabilities will be the 
subjects of other tutorials. 
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Overview 
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Lync Notes 

• Provides near real time communication 
– Instant Messaging (IM) 
– Video Conferencing 

 
 

• Multiple modes of operation 
– Conference 
– Whiteboard 
– Meeting 

 

• Options 
– Record a session 
– Provide Admin Info 
– …. 
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Opening Lync from the desktop 
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Lync – Overview – Launching From the Desktop 
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Lync can be set to auto start when the 

computers is first started in which case it 

will launch and present the Lync screen.   

 

Should it not be set to auto start, staff 

would select Lync from the desktop icon  



Home Page View 
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Lync – Overview – Home Page - Overview 
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The Lync home 

page will display 
upon launch 



Lync – Overview – Home Page – Overview- Maximized  
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When staff arrive at the Lync screen it 
starts in the following configuration 

 

For the purpose of this Tutorial  
The screen will be described as 
having the following areas; 
-> ID Area 
-> Modes of Communication 
-> Search Area 
-> People Area 
-> Things groups can do 



Home Page - Your ID Area 
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Lync – Overview – Home Page – Your ID area 
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The ‘Your ID area’ of the 
Lync screen provides 
staff with providing 
some general 
information about the 
following; 
-> Today  
-> Status of availability 
-> Your location 



Lync – Overview – Home Page – Your ID area – Today 
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Provides others 
information on what you 

are doing today. 
 

i.e. 
‘Working on Lync’ 



Lync – Overview – Home Page – Your ID area – Availability 
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Right clicking on the down arrow 
launches this feature that 

enables the staff member to 
declare their current availability 

status. 



Lync – Overview – Home Page – Your ID area – Work Location 
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Clicking on the down arrow 
opens an edit window that 

enables the staff member to 
declare their current location. 



Home Page 
 

Modes of Communication 
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Lync – Overview – Home Page – Modes 
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There are a number of modes which 
the staff member may select.   

 
Included: 
 -> People / Groups 
   -> Prior dialogues 
     -> Voice mails 
       ->  Appointments 
 



Lync – Overview – Home Page – Modes – Groups  
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Selecting the 
groups icon 

Lync will 
display the 

various 
groups. 



Lync – Overview – Home Page – Modes – Call History  
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By selecting the 
call history icon 
Lync displays all 
prior sessions 



Lync – Overview – Home Page – Modes – Voice Messages  
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By selecting the voice 
messages icon Lync 

displays all prior 
messages 



Lync – Overview – Home Page – Modes – Schedule 
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By selecting schedule icon 
Lync displays all pending 

appointments 



Home Page - Search 
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Lync – Overview – Home Page – People Area  – Searching 
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Staff can search for 
contacts to include in 

‘Lync’ based 
communication with by 

typing identifying 
information 



Lync – Overview – Home Page – People Area  – Searching (1) 
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As soon as the information is 
entered Lync will produce a list 

of matches.   

Note:  
Typing too much information in 
the search window may cause 
you to miss the contact you are 
searching for. 
 



Home Page – People Area 
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Lync – Overview – Home Page – People Area - GROUPS 
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Selecting the 
GROUPS tab shows 

a display of all of 
the groups in Lync. 



Lync – Overview – Home Page – People Area - STATUS 
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Selecting the 
STATUS tab 

shows a display 
of the status of 
contacts in your 
groups in Lync. 



Lync – Overview – Home Page – People Area - RELATIONSHIPS 
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Selecting the 
RELATIONSHIPS 
tab shows your 
contacts in Lync 

grouped by 
relationship. 



Lync – Overview – Home Page – People Area - NEW 
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Selecting the 
NEW tab shows 
a display of the 

newly added 
contacts to 

your groups in 
Lync. 



Home Page - Things Groups can do 
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Lync – Overview – Group things – Review of Groups 
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These are groups and as such 
can be treated like one entity for 
the various functions described 



Lync – Overview – Group things – Send Instant Message (IM) 
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For the purpose of this Tutorial  
The screen will be described as 
having the following areas; 
-> ID Area 
-> Modes of Communication 
-> Search Area 
-> People Area 
-> Things groups can do 

Right clicking the 
group name bring 

up a menu of 
thing you can to 
with and to that 

group. 

In this case we are 
selecting instant 
messaging (IM) 



Lync – Overview – Group things –  (IM) Window 
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Once the IM session begins a 
window appears for the IM 

activities 

The IM window is divided into a 
couple of areas. 

 
Participants  
 
Dialogue window where IM text 
from all is displayed 
 
Text box for entering IM text 

 



Lync – Overview – Group things –  Close (IM) Window 
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To end the 
IM session 

staff 
selects the 
‘X’ in the 
corner of 

the IM 
window 



Lync – Overview – Group things – Start a conference call 
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Right clicking the 
group name bring 

up a menu of 
thing you can to 
with and to that 

group. 

In this case we are 
selecting ‘Start a 
Conference Call’ 



Lync – Overview – Group things – Open the conference call 
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A conference window will 
open and as many of the 
participants as available 

will be included. 



Lync – Overview – Group things – Exit the conference call 
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To exit the video 
conference staff 
would select the 
‘X’ in the corner 

of the 
conferencing 

screen 



Lync – Overview – Group things – Start a video call  
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Right clicking the 
group name bring 

up a menu of 
thing you can to 
with and to that 

group. 

In this case we are 
selecting ‘Start a 

Video Call’ 



Lync – Overview – Group things – In the video call  
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Once in the video conference a screen will appear which displays either 
the video feed (if enabled) or a static icon of the participants. 

Each viewer of Lync 
will see a display 
which shows the 
other participant in 
the forefront with a 
larger image and 
you as the smaller 
video or icon 



Lync – Overview – Group things – Exiting the video call 
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To exit the video 
conference staff 

would select the ‘X’ 
in the corner of the 
conferencing screen 



Lync – Overview – Group things – Send an Email 
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Right clicking the 
group name bring 

up a menu of 
things you can to 
with and to that 

group. 

In this case we are 
selecting ‘Send an 

Email Message’ 



Lync – Overview – Group things – Email screen 
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Once select Lync will call upon the local email 
agent (in this case desktop Outlook) to bring up 

an email screen. 

Note the members of the group 
selected are prepopulated. 

After the message is completed the staff person would send it by 
selecting ‘Send’.  Once the mail has been sent the staff person would be 

returned to the main Lync screen 



Lync – Overview – Group things – Schedule a meeting 
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Right clicking the 
group name bring 

up a menu of 
thing you can to 
with and to that 

group. 

In this case we are 
selecting 

‘Schedule a 
Meeting’ 



Lync – Overview – Group things – Schedule a meeting 
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Once select Lync 
will call upon the 
local email agent 

(in this case 
desktop Outlook) 

to bring up a 
calendar screen. 

Note the members of the group 
selected are prepopulated. 



Lync – Overview – Group things – Send meeting invitation 
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After the meeting scheduling is completed the staff 
person would send it by selecting ‘Send’.  Once the 
meeting invitation has been sent the staff person 

would be returned to the main Lync screen 



Admin Items 
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Lync – Overview – Admin – Adding a Group (1) 
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Right clicking the 
group name bring 

up a menu of 
thing you can to 
with and to that 

group. 

In this case we are 
selecting ‘Create 

New Group’ 



Lync – Overview – Admin – Adding a Group (2) 

12/23/2014 O365 – Lync 2013 - DRAFT 47 

New Group has been added.  
Staff could choose to change the 

name or leave it 



Lync – Overview – Admin – Adding a Contact (1) 
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Using the 
search 

capability find 
the contact you 

want to add. 



Lync – Overview – Admin – Adding a Contact 
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For the purpose of this Tutorial  
The screen will be described as 
having the following areas; 
-> ID Area 
-> Modes of Communication 
-> Search Area 
-> People Area 
-> Things groups can do 

Selecting the icon 
or picture of the 
contact will bring 
up a display menu 

of potential 
actions with that 

contact 

In this case we are 
adding this 

contact to a group 
‘New Group’ 
specifically 



Lync – Overview – Admin – Adding a Contact 

12/23/2014 O365 – Lync 2013 - DRAFT 50 

For the purpose of this Tutorial  
The screen will be described as 
having the following areas; 
-> ID Area 
-> Modes of Communication 
-> Search Area 
-> People Area 
-> Things groups can do 

Once completed 
the contact has 
been added to 
‘New Group’ 



Lync – Overview 
 

 The End 

12/23/2014 O365 – Lync 2013 - DRAFT 51 


